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FOREWORD

The occupational analysis project was conducted by The Instructional Materials
Laboratory, Trade and Industrial Education, The Ohio State University in con-
junction with the State Department of Education, Division of Vocational Educa-
tion pursuant to a grant from the U.S. Office of Education.

The Occupational Analysis project was proposed and conducted to train voca-
tional educators in the.techniques of making a comprehensive occupational

analysis. Instructors were selected from AgricultUre, Business, Distributive,
Home Economics and Trade and-Ifidustrial Education to gain experience in
developing analysis documents for sixty-one different occupations. Represen-

tatives from Business, Industry, Medicine, and Education were involved with
the vocational instructors in conducting the analysis process.

The project was conducted in three phases. Phase one involved the planning

and development of the project strategies. The analysis process was based

on sound principles of learning and behavior. Phase two was the identifica-

tion, selection and orientation of all participants. The training and work-

shop sessions constituted the third phase. Two-week workshops were held

during which teams of vocational instructors conducted an analysis of the

o tupations in which they had employment experience. The instructors were

a sisted by both occupational consultants and subject matter specialists.

he project resulted in producing one hundred two trained vocational instruc-

tors capable of conducting and assisting in a comprehensive analysis of

various occupations. Occupational analysis data were generated for sixty-one

occupations. The analysis included a statement of the various tasks performed

in each occupation. For each task the following items were identified:

tools and equipment; procedural knowledge; safety knowledge; concepts and

skills of mathematics, science and communication needed for successful per-

formance in the occupation. The analysis data provided a basis for generating

instructional materials, course outlines, student performance objectives,

criterion measures as well as identifying specific supporting skills and

knowledge in the academic subject areas.



PREFACE

In writing an occupational analysis for the bookkeeping-machine opLrator, the following

variables were considered:
*There is such diversity in bookkeeping-machines on the market with-machines

ranging from a relatively simple, mechanically programmed type to highly
sophisticated machines as the Burroughs L 4000-Accounting Computer, the
MCR 299 Electronic Accounting System, and the Singer 5800 Visible Record

Accounting System. Prices for various machines may range from a modest $1,000

to $25,000 (or more) depending on what fundtion the machine is designed to

perform; and/or the number of its components or modules.
*There has been an increasing number of accounting tasks being performed by

the various machines and there is considerable variation in the detail and

clarity to which any given machine may perform.
t*Schools teaching bookkeeping machine operations have varied program goals.

Some may train highly qualified operators able to work in payroll purchasing,

sales, sales analysis, aging, and other accounting functions. Other schools

may teach that machines do the same work manual systems do, only neater,

faster, and more accurately.

In light of the above considerations it became increasingly difficult to write a highly

definitive task analysis. It was decided that the analysis would be written in general

terms if it was to be written within the time limit and in light of the.many variables

listed.

Every effort was made to limit all considerations to those tasks closely related to the

operation of the bookkeeping-machine. It is sincerely hoped that this analysis will

serve as a starting point from which programs unique to different schools and budgets

may be developed.
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JOB DESCRIPTION

A bookkeeping-machine operator performs the following duties: prepares for processing,

various business papers that are generated by a firm; operates various peripheral machines

such as adding and calculating machines; cleans the machine and performs minor preventive

maintenance functions. The operator also maintains accurate files of business documents
and bookkeeping related records such as ledgers, journals, individual earnings record; and

furnishes information and/or reports to authorized persons in verbal or written form. The

operator assists in the performance of various related clerical and bookkeeping functions

in an office.



Duty A Maintaining the Machine--in Proper Working Order
4---

1 Read section (s) of machine's manual related to maintaining the machine

2 Maintain proper machine environment (humidity, temperature, power source)

3 Perform preventive maintenenance

1
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c
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Duty B Preparing Source Documents for Processing/Operations

1 Gather and sort source documents by types

2 Inspect source documents for completenes's and/or validity

3 Add source documents by type and compare totals with such other totals,

where possible to insure accuracy and/or balancing

if
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Duty C Preparing the Machine Area for Operations

1 Read section (s) of machine's manual related to preparing the machine area

for operations
2 Level the machine before starting it
3 Bring files ( "cans ")_of records (ledgers, journals, etc.) to the work area

fdr posting, journalizing, and/or other processing

4 Bring source documents (invoices, checks, etc.) to the work area for use in

posting, journalizing, and/or other processing
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Duty D Prepare the Machine for Operations

1- Read section (s) of machine's manual related to preparing the machine
for operations

2 Clear any figures in item/pOsting counter, if needed
3 Load the machine with proper form (s)
4 Clear the machine of any totals, or other informaC.on, not heeded on the

current operations
5 Place proper date in the machine

6 Verify aad insure that the operational mode of the machine is consistent
with current
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Duty E Operating the Bookkeeping - Machine

1 Read the section(s) of the machine''S manual related to operating the machine

2 Select the proper record (for example: ledger) from the files ("can")

3 Place the machine into proper alignments) /sub - models) to receive the ledger

on other items
4 Insert the appropriate ledger (or other item) into the machine, anually in-put

data from the ledger (or other items) by using the machine(s) keyboard

5 Select the proper source document necessary for a given operation

6 Depress proper keys on the machine's keyboard, according to the figures shown

on the source document(s) and the operation to be performed

7 Activate the machine to function according to its mode(s) and/or sub-mode(s);

or, allow the machine to function, processing the in-put data

8 Remove the processed ledger (or other item) from the machine

9 Return the processed ledger (or other item) to its proper place in the file

("can")
10 Place the source document aside in an appropriate place

11 Monitor all procedures and documents for errors; and, correct errors according

to established procedures and policies

12 Correctly suspend operation of the machine when temporarily necessary

13 Total, or "clear," the machine when last posting, journalizing and/or

other operation is completed

14 Verify total(s)-resulting from "clearing" the machine-with total(s) on

the type of source document. Verify accuracy of posting, journalizing

and/or other completed operations

15 Record all figures and totals necessary, as directed

16 Use, appropriately, the count Made by the counter of items/postings

17 Bundle source documents by type

18 React to safety emergencies according to established procedures

47
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Duty F Closing the Ma:_hine and the Area After Operations

1 Close the machine
2 Remove processed source documents to theiriproper storage or file locations
3 Remove the files ("cans") of posted/processed records (for example: ledgers)

to their proper storage locations
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Duty G Maintaining Files of Bookkeeping Related Records in Correct Order, with

Accurate Balances

1 File and secure all material according to firm's policies

2 Report any unusual-questionable and/or potentially illegal-itams of
information found in the files to at least two persons

3 Re-file, correctly, material found to have been misfiled
4 Run a trial balance on ledger (s) when required and/or advisable
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Duty H Operating Various Related Office Machines

1 Operate a "10 key" adding-listing machine and/or calculator

2 Operate a "full key" adding-listing machine
3 Operate an alphabetic (and/or numerical) sorter

4 Operate a telephone
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INDEX

Attributes of maximum functioning capacity

Conscious awareness of the need for a balance (both mental and physical)

between tension and relaxation. Relates to:

1. comfort
`2. caution
3. safety
4. physical, emotional, and intellectual health

Conscious awareness of physical expressions basic to peak physi
performance:

1. body rhythm
2. breathing coordinated with body movement
3. body balance and posture
4. movement from tension to relaxation and vice versa

Conscious awareness of qualities basic to optimal mental performance:

1. attention
2. observation
3. concentration
4. mental alertness
5. mental quietude

6. mental clarity
7. organization

I0,


